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a) Definitions 


"Hand-Off Staffing/Supervisory Conference" is the meeting that takes place between the 
investigation specialist and/or the investigation supervisor and the placement worker or 
intact specialist and/or supervisor. Assessment of safety factors shall be comprehensive 
and ongoing with the primary assigned investigator having responsibility for safety 
during the entire investigation process. Once the case has been fully transferred to a 
placement worker or intact specialist, the safety assessment will be a collaborative 
assessment between the investigator specialist and the assigned placement worker or 
intact specialist until the completion of the child abuse/neglect report. Referral 
documents provided by the investigation specialist shall include: 

• SACWIS Intake Report; 

• Referral Form for Formal Intact Family Services; 

• CFS 1000-1, Hispanic Client Language Determination Form (if applicable); 

• SACWIS case notes and service referral information; 

• Child Endangerment Risk Assessment, approved by the child protection 
supervisor; 

• SACWIS Risk Assessment Summary; 

• CFS 440-5, Adult Substance Abuse Screen; 

• SACWIS/CANTS 17A-DV, Domestic Violence Screen; 

• Paramour Checklist (if applicable); 

• Law Enforcement Agency Data System (LEADS) information; and 

• Any available applicable records (e.g., medical, school, etc.). 
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"Transitional visit (TV)." The placement worker or intact specialist assigned to provide 
services to the family is introduced during the transitional visit. The following issues 
shall be addressed during the transitional visit: 

• Identified safety and risk concerns; 

• Service needs; 

• How the Department will be involved with the family (schools, doctors, family 
meetings, etc.); and 

• Worker's contact information, initial consents for information, etc. 











b) Identifying Families Appropriate For Services 

In consultation with the investigation specialist, the investigation supervisor makes the 
critical decision that a family can benefit from Department services. Additionally, certain 
situations mandate opening a family and/or child case in order to document a legal 
relationship such as protective custody. In each instance, the supervisor must ensure that 
all required steps for case opening are completed to facilitate the delivery of services to 
the child and family. 

c) Intact Family Cases 

1) When the investigation supervisor and investigation specialist determine an intact 
family case needs to be opened, the supervisor shall ensure that the following 
steps are completed: 

A) The investigation specialist and/or supervisor shall submit a fully and 
comprehensively completed CFS 2040, Intact Family Services Case 
Referral and Assignment Form to the Investigation Manager, who has the 
authority to make final decisions regarding case openings for services 
pertaining to investigations. If the Investigation Manager supports the 
recommendation for case opening, the Manager will ensure that the 
assigned investigation specialist has fully and comprehensively discussed 
the case opening plan with the family and has documented the case 
opening plan. The investigation specialist shall advise the family 
regarding their rights, inform them that the intact specialist will hold a 
more comprehensive discussion with the family regarding their rights, and 
discuss available dates for the Transitional Visit. 

B) If the Investigation Manager supports opening the family case, the CFS 
2040 is sent to the Intact Manager for assignment to an intact team. The 
investigation supervisor will ensure that the documents for case opening 
required in Procedures 302.388 are submitted immediately to the 
identified intact team supervisor. 
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C) All internal DCFS Intact Case Assignments: Within 48 hours 
(excluding holidays and weekends) of selection of an intact family team, 
the investigation supervisor must conduct a supervisory conference/ 
handoff meeting with the intact team supervisor. Prior to or at the 
handoff meeting, the assigned intact specialist will be identified. The 
sending and receiving workers must also be present at the meeting, unless 
a worker's presence has been waived by his/her supervisor. These 
supervisory conference/handoff meetings should never be waived. At the 
conclusion of the meeting, the case will be immediately (same day) 
opened in SACWIS for service in the name of the intact specialist. 

Required documents for Case Assignment Payment Unit (CAPU) are to be 
completed, checked by the supervisor for completeness and accuracy and 



forwarded to CAPU by the fastest and safest means of delivery. 

All POS Intact Case Assignments: Within 48 hours (excluding holidays 
and weekends) of selection of a POS agency referral, the investigation 
supervisor must conduct a supervisory conference/handoff meeting with 
the receiving POS agency staff. If the receiving worker has been 
identified, he/she is expected to be present at the handoff meeting along 
with the investigator unless waived by his/her supervisor. Due to the 
varying complexities of referrals to POS agencies, the SACWIS intact 
case will be opened on the day of the Transitional Visit. All delays 
beyond the timeframes cited below should be approved by the 
Investigation Manager. 

D) The Transitional Visit (TV) shall be scheduled at the supervisory 
conference/handoff meeting and that visit must occur within 48 hours 
(excluding holidays and weekends) of the handoff meeting. The 
investigation specialist shall contact the family during or immediately 
following the supervisory/handoff meeting to provide the date and time for 
the TV and shall request that all involved family members attend 
(including a paramour, when applicable). Scheduling an appointment is 
more likely to ensure that the family (including extended family 
stakeholders) is available and will be present at the TV. Unscheduled 
contacts are discouraged. If the worker learns at the time of the 
supervisory conference/handoff meeting that the family's head of 
household is unavailable to participate in the TV because he/she is 
resistant to accepting service, or is missing or is "unavailable" for the 
foreseeable future, the supervisory conference/handoff meeting 
participants must fully discuss the barriers to case opening for services. 

The investigation supervisor will alert the Investigation Manager and both 
Intact and Investigation Managers will discuss the pros and cons of 
opening a case or obtaining a protective order from the Juvenile Court (if 
applicable) within 24 hours. If there is disagreement, the Assistant 
Regional Administrator or Regional Administrator will make a final 
determination. If a determination is made to open a case, it shall be 
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opened within 24 hours. If a decision is made to close the case, the 
Investigation Manager will document the decision in a SACWIS Contact 
note from the service case. 

E) When meeting with the family, the investigation and intact specialists 
shall: 

• Explain the family's right of self determination as defined in the 
DCFS Code of Ethics and Handbook pertaining to services, and 
ensure that the family's head of household understand the 



family's rights. Both workers must fully document this 
conversation in a Case Contact Note. 

• Provide full disclosure of the services to be offered and ensure 
that the adult family members have given informed consent for 
those services according to the DCFS Code of Ethics and 
Handbook. Both workers must fully document these disclosures in 
a Case Contact Note. 

• If the family's head of household refuses to accept services 
after full disclosure and an explanation of the family's rights, 
the investigation specialist and supervisor shall notify the 
Investigation Manager within 24 hours. If the Investigation 
Manager determines that the Department should request the State's 
Attorney to file petition in Juvenile Court seeking court-ordered 
services for the family, the investigation specialist will contact the 
State's Attorney's Office within 24 hours of the decision. If the 
court orders the family to accept services, a family case will be 
opened immediately, if not already opened, in accordance with the 
court order and in compliance with Department policy. 

• The investigation specialist shall review and complete the 
applicable sections of the CFS 496, Client Rights and 
Responsibilities with the family's head of household. The 
Investigation specialist shall circle each of the applicable bullet 
points reviewed with the head of household, and ask him/her to 
check the applicable boxes and sign the form. This form 
documents that the head of household understands his/her rights 
and confirms his/her interest in receiving intact family services. 

F) If the TV did not occur, the investigation and intact specialists shall 
schedule another visit to the home immediately. The visit shall occur 
within 24 to 48 hours of the failed visit. 

G) If attempts to conduct a TV are unsuccessful, the investigation supervisor 
shall consult with the Investigation Manager who, after consultation with 
the Intact Manager, will decide whether the workers should attempt 
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additional visits, or whether to request the State's Attorney's office to file 
a petition in Juvenile Court. The Investigation Manager shall enter a 
Contact Note in the SACWIS service case, documenting the final decision. 

2) Intact Case Opening Requirements (case opening requirements from 
investigations to intact family services). 

The investigation supervisor shall ensure that the following steps are completed: 

• Create the case in SACWIS. (Note: A case must be opened in SACWIS 
before it can be opened in CYCIS.) 



• From the SACWIS "Create Case" window, select "Create a Family Case." 

• Update family relationship and address information, making sure to end 
date ALL duplicate and obsolete addresses. 

• Verify all current CYCIS household members by selecting Yes or No. 

• Forward the SACWIS CFS 1410, Registration/Case Opening and the 
CFS 1425, Change of Status as attachments to the CAPU Distribution 
Group (Cook County) or the Downstate CAPU Distribution Group 
(Downstate) in order to complete the opening process. 

• Both the sending and receiving sides of the CFS 1425 must be thoroughly 
completed. 

• In the subject line of the e-mail, identify if the case is Norman or Intact. 

• The assigned intact specialist and the manager must be copied in the email. 

CAPU is responsible for completing the following steps: 

• Norman cases - open the family case in CYCIS to the investigation 
specialist within 24 hours. 

• Intact cases - open the family case in CYCIS and transfer to the 
identified intact specialist within 24 hours. 

d) Placement Cases 

All traditional placement case assignments are based upon a child's school 
catchment area. For each child attending school, the worker must include the 
child's school name and address when contacting CAPU for case 
assignment/opening. 
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Protective Custody in Open Intact Cases 

When an investigation involves children from an open intact family case, the 
investigation specialist or supervisor shall immediately notify the intact specialist and/or 
supervisor. Both workers and their supervisors should have a brief staffing to discuss the 
family and nature of the current investigation before the initial contact is made. Ideally, 
the workers should make a joint visit to initiate the investigation; however, the 
investigation specialist must not delay initiating the investigation if the intact specialist is 
unavailable. 

If the investigation specialist determines that the children must be taken into protective 
custody to ensure their safety, the intact specialist is responsible for physically placing 
the children. The investigation specialist is responsible for completing the court 
screening packet. While the investigation specialist is expected to take the lead during 
screening with the State's Attorney's Office, both workers are expected to be present and 
participate in the screening. The current after-hours process will continue in both Cook 
County and Downstate Regions. 

For a child taken into protective custody that presents with special needs, the 
investigation specialist shall complete the CFS 418-J, Checklist for Children at Initial 



Placement and shall fax the CFS 418-J with supporting documentation identifying the 
special needs of the child to the Specialized Foster Care Unit at 312-814-1905. The 
investigation specialist should do this as early into the investigation as possible so the 
child can be properly assessed, eliminating the chance the case gets assigned to an 
inappropriate agency that cannot meet the child's needs. If a specialized foster care home 
is needed, the Specialized Foster Care Unit will work with the Investigation specialist to 
match the child with a specialized foster care agency for placement. 

If the Department is granted temporary custody of the child by the Juvenile court, the 
Investigation specialist shall complete the CFS 1425-L, Legal History Maintenance 
Form. The CFS 1425-L must be sent via e-mail or fax to CAPU. Fax numbers for 
CAPU are 312-808-4315 (Cook County) and 312-808-4335 (Downstate). 

If temporary custody is not granted, the investigation specialist shall close all child cases, 
but shall leave the family case open for intact services if the family agrees to comply with 
these services or if services are court ordered. 

Intact cases remain the responsibility of the intact specialist until the court grants the 
Department temporary custody of the child. 

Case Opening Requirements for Protective Custody in Open Intact Cases: 

1) The investigation supervisor shall ensure that the following steps are completed: 

• If traditional foster care is required, the investigation specialist shall 
contact CAPU at 312-808-5160 (select option 2) for an agency assignment 
or page 312-250-5625 (Cook County) or 888-609-0052 (Downstate). 

Procedures 302.Appendix R 

( 6 ) 

CASE OPENING PROTOCOL 
September 14, 2009 - PT 2009.18 

• Create the child case in SACWIS from the open investigation, or from the 
open family case. The child case can only be created from the 
investigation when the investigation is properly linked to the case with the 
same family group numbers. When a case is assigned to a POS agency, it 
shall be opened by the investigation supervisor. In non-POS situations, 
the case can be created by the CWS worker and/or supervisor. 

• From the SACWIS "Create Case" window from the open/pending 
investigation, select "Create Child Case." 

• Check the CYCIS Family Member indicator "yes" for each child case to 
be opened in CYCIS. 

• Update family relationship and address information. 

• Verify all current household members by selecting yes or no. 

• Forward the SACWIS CFS 1410, Registration/Case Opening by e-mail 
as an attachment and the CFS 418-J, Checklist for Children at Initial 
Placement to the CAPU Distribution Group (Cook County) or the 
Downstate CAPU Distribution Group (Downstate). The CFS 418-J must 
also be faxed/e-mailed to the DCFS Specialized Gatekeeper at 312- 
814-1905 if any item other than "none" is selected on the form. 

• The subject line of the e-mail must identify the case name and CYCIS ID 



number. 

• For each child attending school, the worker must include in the e-mail 
the child's school name and address. 

• The placing worker must e-mail the CFS 906 (with Placement Clearance 
number) to the CAPU Distribution Group (Cook County) or the 
Downstate CAPU Distribution Group (Downstate). 

• The CFS 458-A, Affidavit of Relationship must accompany the CFS 906 
for all FIMR placements. 

• The investigation specialist shall complete all other activities as required 
in Rule and Procedures 300, or as instructed by the investigation 
supervisor. 

2) CAPU is responsible for completing the following steps: 

A) Traditional Placements: To locate a placement and assign the case, 

CAPU needs the following information during the call-in process: 

• Screening date/time 
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• Child's current location 

• School name/address 

• Investigation specialist/supervisor name and phone number 

• SACWIS Family Group ID# 

• CYCIScase ID# 

• Protective custody date/time 

• Flead of household's name, address, date of birth, language, race, 

SACWIS person ID# 

• Child's name, date of birth, race, sex, SACWIS person ID# 

CAPU will use School Minder software and the Statewide Case 
Assignment system to assign the case. School Minder is used to retrieve a 
listing of available foster homes in the youngest child's school catchment 
area. School Minder groups the identified foster homes based upon their 
proximity to the child's school. If the school address is unknown, the 
head of household address is used. 

School Minder Groupings = In district; 1 mile; 1-5 miles; 5-10 miles; 10- 
20 miles 

The following information is entered into School Minder to obtain the 
groupings: 

• Cook or Downstate 

• School or head of household address 

• Age of children 

• Language 

CAPU also uses the Statewide Case Assignment (SCA) system to 
determine the case assignment for new intake and completes the following 



steps: 

• Paste the appropriate grouping of foster homes in SCA to 
determine which foster home's supervising agency will be 
contacted for the placement referral. SCA ranks the agencies 
according to their traditional Percentage of Referral Opportunities 
(PROs); 
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• Contact the designated licensing staff (DCFS) or Intake Liaison 
(POS) for the first three agencies within the first grouping 
informing them of their ranking on the call list. The 
grouping/contact process continues until an appropriate placement 
is located; 

• CAPU and licensing staff inform the investigation specialist of the 
assigned agency/foster home; 

• CAPU opens the case in CYCIS to the investigation specialist and 
transfers to an Unassigned Team ID# (DCFS) or an Agency Intake 
ID# (POS); and 

• CAPU faxes case assignment information to the identified Intake 
Liaisons (DCFS/POS). 

B) HMR Cases: The SCA system is used to identify a receiving agency. 

• SCA ranks the agencies according to their HMR PROs. CAPU 
contacts the first three agencies identified and this process 
continues until an agency accepts the HMR referral. 

• CAPU opens the case in CYCIS to the investigation specialist and 
transfers to an Unassigned Team ID# (DCFS) or an Intake ID# 

(POS). 

• CAPU faxes case assignment information to the identified Intake 
Liaisons (DCFS/POS). 

• CAPU informs the investigation specialist of the assigned 
agency/foster home. 

C) Downstate Only: After 4:00 p.m., workers shall use the after hours 
referral process for traditional placement cases. CAPU will assign the 
case to the agency selected using the After Hours protocol. 

Placement Cases Converting from Protective Custody to Intact Family Services 
When protective custody of a child lapses during an investigation and intact family 
services are required, the investigation specialist shall: 

• E-mail a final CFS 906 for each child in protective custody to CAPU; and 

• E-mail a CFS 1425 to CAPU, closing each child's case and transferring the 
family case to an intact team. 

Note: The "receiving" side of the CFS 1425 must include the receiving intact team's 
region/site/field, worker ID and date of transfer. 
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e) Future Date Cases/Filing a Petition 

This section applies to investigation and intact specialists who must screen cases when 
there is an active intact family case or a pending investigation and no active intact family 
case. 

• The investigation specialist acquires a temporary custody hearing date (Cook 
County) or a screening date for filing the petition (Downstate). 

• If a family case is not currently open, a family case must be created in SACWIS. 

• The investigation specialist shall send the SACWIS CFS 1410, 

Registration/Case Opening via e-mail as an attachment to CAPU. The 
SACWIS CFS 1410 shall identify the date and time of the temporary custody 
hearing. For each child attending school, the worker must include the child's 
school name and address when contacting CAPU for case assignment 
/opening. 

• CAPU will assign the case to a DCFS permanency team or POS agency and 
inform them of the temporary custody hearing date and time. 

• Downstate - Cases will be created in SACWIS after the court decides whether the 
children will be placed with DCFS. 

• If temporary custody is granted, the permanency worker will access the case 
record on the SACWIS desktop (not the investigative file for Child Protection 
Staff), and open the child case. 

• CAPU will open and transfer the child case to the permanency team or private 
agency that was assigned the family. 

• If temporary custody is not granted and intact family services are needed, the 
investigation specialist will follow the process for opening a case for intact family 
services if the family agrees to comply with services or if services have been court 
ordered. 

Future Date Cases/Filing a Petition - Case Opening Requirements: 

1) If temporary custody is granted, the investigation supervisor shall ensure that the 
following steps are completed: 

• Create the child case in SACWIS. 

o From the SACWIS Create Case Window, select "Create Child 
Case." 

o Check the CYCIS Family Member indicator "yes" for each child 
case to be opened in CYCIS. 
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o Update the family relationship and address information, 
o Verify all current household members by selecting yes or no. 



• Forward the SACWIS CFS 1410, Registration/Case Opening by e-mail 
as an attachment and the CFS 418-J, Checklist for Children at Initial 
Placement to the CAPU Distribution Group (Cook County) or the 
Downstate CAPU Distribution Group (Downstate). The CFS 418-J must 
also be faxed to the DCFS Specialized Gatekeeper at 312-814-1905, if 
any item other than "none" is selected on the form. 

• The subject line of the e-mail must identify the case name and CYCIS ID 
number. For each child attending school, the worker must include the 
child's school name and address when contacting CAPU for case 
assignment/opening. 

• The placing worker must e-mail the CFS 906 (with Placement Clearance 
number) to CAPU. 

2) CAPU is responsible for completing the following steps: 

• Follow the guidelines used for making a traditional/FIMR case assignment. 

• Open the family case in CYCIS to the screening worker and transfer the 
case to an Unassigned Team ID# (DCFS) or and Intake ID# (POS). 

• Inform the assigned agency of the scheduled temporary custody hearing 
date/time. 

• If temporary custody is granted, open the child case in CYCIS to the 
screening worker and transfer to an Unassigned Team ID# (DCFS) or an 
Intake ID# (POS). 

f) Placement Case Opening Procedures 

When protective custody is taken, the investigation specialist creates in SACWIS a case 
for each child taken into protective custody and a family case. 

If a traditional foster care placement is needed, the investigation specialist must call 
CAPU intake personnel to request an assignment. 

• Cook County - The assigned investigation specialist or supervisor must contact 
CAPU prior to screening the case with the Assistant State's Attorney to determine 
and document the assigned agency. 

• The SACWIS CFS 1410, Registration/Case Opening must be sent by e-mail as 
an attachment to CAPU. The SACWIS CFS 1410 must be sent to CAPU by noon 
the day prior to the legal screening (Cook County only). 
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• If the child is initially placed at ERC or in a hospital, the investigation specialist 
must also e-mail the CFS 906 to CAPU. 

• If a POS worker initially places the child, the worker must complete the CFS 906 
and e-mail it to CAPU. 

• For each child attending school, the worker must include the child's school 
name and address when contacting CAPU for case assignment/opening. 

If the child is placed in the home of a relative (FIMR), the investigation specialist is 
not required to call CAPU. The investigation specialist must e-mail the SACWIS CFS 



1410 and CFS 906 to CAPU. CAPU will assign the case to a DCFS or POS Permanency 
team. CAPU shall immediately notify the investigation and permanency teams of the 
assignment. 

The CFS 1425-L, Legal History Maintenance Form must be e-mailed or faxed to 
CAPU immediately following the shelter care hearing. 

If temporary custody was not granted but protective custody was taken, investigation 
specialist must complete a CFS 1425, Change of Status Form and a final CFS 906 to 
close each child case. The family case shall be open for intact services, when 
appropriate. 

Placement Case Opening Requirements: 

1) The investigation supervisor shall ensure that the following steps are completed: 

• If traditional foster care is required, the investigation specialist shall 
contact CAPU at 312-808-5160 (select option 2) for an agency assignment 
or page 312-250-5625 (Cook County) or 888-609-0052 (Downstate). 

• Create the family case and corresponding child cases in SACWIS. 
o Access the Create Case Window by clicking on the "Create Case" 
hyperlink from the investigation 

o From the SACWIS Create Case Window, select the radio button 
"Create Family and Child Case(s)" 

o Add a row to the Child Cases table and select the children for 
which the cases are to be created 
o Select Opening Reason 
o Select Opening Date 

o Check the CYCIS Family Member indicator yes for each child 
case to be opened in CYCIS 

o Update family relationship and address information, 
o Verify all current household members by selecting yes or no 
Procedures 302.Appendix R 
( 12 ) 

CASE OPENING PROTOCOL 
September 14, 2009 - PT 2009.18 

• Forward the SACWIS CFS-1410, Registration/Case Opening by e-mail 
as an attachment and the CFS 418-J, Checklist for Children at Initial 
Placement to the CAPU Distribution Group (Cook County) or the 
Downstate CAPU Distribution Group (Downstate). The CFS 418-J must 
also be faxed to the DCFS Specialized Gatekeeper at 312-814-1905 if 
any item other than "none" is selected on the form. 

• The subject line of the e-mail must identify the case name and CYCIS ID 
number. 

• The placing worker must e-mail the CFS 906 (with Placement Clearance 
number) to CAPU. 

• The investigation specialist shall complete all other activities as required 
in Rule and Procedures 300, or as instructed by the investigation 
supervisor. 



2) CAPU is responsible for completing the following steps: 

A) Traditional Placements: To locate a placement and assign the case, 

CAPU needs the following information during the call-in process: 

• Screening date/time 

• Child's current location 

• School name/address 

• Investigation specialist/supervisor name and phone number 

• SACWIS Family Group ID# 

• CYCIScase ID# 

• Protective custody date/time 

• Head of household's name, address, date of birth, language, race, 

SACWIS person ID# 

• Child's name, date of birth, race, sex, SACWIS person ID# 

CAPU will use School Minder software and the Statewide Case 
Assignment system to assign the case. School Minder is used to retrieve a 
listing of available foster homes in the youngest child's school catchment 
area. School Minder groups the identified foster homes based upon their 
proximity to the child's school. If the school address is unknown, the 
head of household address is used. 
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School Minder Groupings = In district; 1 mile; 1-5 miles; 5-10 miles; 10- 
20 miles 

The following information is entered into School Minder to obtain the 
groupings: 

• Cook or Downstate 

• School or head of household address 

• Age of children 

• Language 

CAPU also uses the Statewide Case Assignment (SCA) system to 
determine the case assignment for new intake and completes the following 
steps: 

• Paste the appropriate grouping of foster homes in SCA to 
determine which foster home's supervising agency will be 
contacted for the placement referral. SCA ranks the agencies 
according to their traditional Percentage of Referral Opportunities 
(PROs); 

• Contact the designated licensing staff (DCFS) or Intake Liaison 
(POS) for the first three agencies within the first grouping 
informing them of their ranking on the call list. The 
grouping/contact process continues until an appropriate placement 
is located; 



• CAPU and licensing staff inform the investigation specialist of the 
assigned agency/foster home; 

• CAPU opens the case in CYCIS to the investigation specialist and 
transfer to an Unassigned Team ID# (DCFS) or an Agency Intake 
ID# (POS); 

• CAPU faxes case assignment information to the identified Intake 
Liaisons (DCFS/POS); and 

• CAPU informs the investigation specialist of the assigned 
agency/foster home. 

B) FIMR Cases: The SCA system is used to identify a receiving agency. 

• SCA ranks the agencies according to their FIMR PROs. CAPU 
contacts the first three agencies identified and this process 
continues until an agency accepts the FIMR referral. 
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• CAPU opens the case in CYCIS to the investigation specialist and 
transfer to an Unassigned Team ID# (DCFS) or an Intake ID# 

(POS). 

• CAPU faxes case assignment information to the identified Intake 
Liaisons (DCFS/POS). 

• CAPU informs the investigation specialist of the assigned 
agency/foster home. 

C) Downstate Only: After 4:00 p.m., workers shall use the after hours 
referral process for traditional placement cases. CAPU will assign the 
case to the agency selected using the After Flours protocol. 

Note: All cases opened in CYCIS will initially reflect the assigned 
investigation specialist before being transferred to a DCFS or POS 
permanency team. 

Special Case Opening Add-Ons to Open Placement Cases 

These procedures are for open placement cases when the Department receives legal 
custody or guardianship of an additional child as part of an already open family case, 
which also has an open child case. 

Note: Case assignment will be directed to the agency providing services to the sibling. 

• Department placement cases. The placement worker and supervisor are 
responsible for making the case opening decision and completing the case 
opening in SACWIS. 

• POS placement cases. The POS placement worker and supervisor must contact 
the Cook County Child Welfare Intake team for all POS placement cases with 
add-ons (statewide). The Cook County Child Welfare Intake staff will be 
responsible for completing the case opening in SACWIS and submitting the 
opening packet to CAPU. 

After Flours Placements: 



The current after hour process for placing children will continue in Cook County and 
Downstate. Downstate staff will begin using the after hour process at 4:00 p.m. Case 
opening information must be sent to CAPU the following business day. 
g) Resolving Case Opening Problems with Open Post Adoption Cases 
This section includes: 

• Pending Investigations: protective custody and/or court custody. 
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• Open DCP Intact Cases: protective custody and/or court custody. 

• Child Welfare: protective custody and/or court custody, change of guardianship, 
and return home. 

Before a post-adoption case can be opened for protective custody, temporary custody, or 
guardianship, the case must first be closed in CYCIS and then in SACWIS. To close the 
post-adoption case the worker must contact the post-adoption unit by e-mail only. The 
requesting worker must include the child's name, CYCIS number, date of new custody 
and type of custody, and include a CFS 1425-L, Legal History Maintenance Form as 
an attachment in the e-mail for the child whose case is be closed. 

Post-adoption staff will immediately close out the child's case in CYCIS for the day 
before the new custody. After the overnight interface between CYCIS and SACWIS, the 
CYCIS closure will be appear in SACWIS as "closed in CYCIS." Post-adoption staff 
will then be able to close the case in SACWIS. 

After the CYCIS and SACWIS case is closed, the requesting worker will then be able to 
open the new case with the new custody date. 

Contact for Post-Adoption Cases: 

For Cook County cases, e-mail requests to Legertha Barner or Warren Kunstler. Include 
the CFS 1425-L. 

Outside of Cook County, e-mail requests to the assigned worker as shown on the CM-06 
screen in CYCIS. Include the CFS 1425-L. 
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DEPARTMENT OF CHILDREN AND FAMILY SERVICES 
Distribution: X and Z 
POLICY GUIDE 2013.02 

CREATING AND OPENING INTACT FAMILY AND PAYMENT ONLY CASES 
RELEASE DATE: June 13, 2013 

TO: Rules and Procedures Bookholders, DCFS Child Protection Staff, DCFS 

Child Welfare Staff, and DCFS Clerical Support/CYCIS Data Entry 

Staff 

FROM: Richard H. Calica, Director 
EFFECTIVE: Immediately 
I. PURPOSE 



The purpose of this policy guide is to issue instructions to Field Office Clerical Support 
staff who perform the functions of creating and opening Intact Family Services and 
Payment Only cases in SACWIS and CYCIS. Comprehensive revisions to Procedures 
302, Appendix R, Case Opening Protocol will be issued in the near future. 

II. PRIMARY USERS 

Primary users of this policy guide are DCFS child welfare and child protection workers, 
supervisors, and clerical support/CYCIS data entry staff. 

III. BACKGROUND 

In order to streamline and more effectively manage case opening functions the 
Department is returning some case opening data entry responsibilities back to the field. 
Specifically, effective May 15, DCFS field clerical statewide are responsible for opening 
Intact Family cases (DCFS "high risk" and POS) and "payment only" cases (e.g. 

Norman). On June 1st, CAPU will no longer accept documents to open intact family and 
payment only cases and any received at CAPU will be returned to the sender. Placement 
cases will continue to be opened at CAPU. 

Each local field office has identified clerical staff who will perform case opening data 
entry functions. Identified clerical staff have been given access to 
add/delete/update/change data entry capability for some CYCIS screens, and SACWIS 
"read only" access in order to complete the case opening process. Please refer to Policy 
Guide 2006.02, Creating and Opening Cases in SACWIS for specific case opening 
instructions. 
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IV. PROCEDURES 

a) Creating New Intact Family Service (IFS) Cases in SACWIS 
The following steps must be completed to open a new IFS case: 

• A data check must be completed; 

• A new family case must be created in SACWIS from the CA/N 
investigation or CWS intake; 

• A SACWIS 1410, Case registration/Opening Form must be generated in 
SACWIS; 

• A CFS 1425, Change of Status Form, must be completed; including 
completion of both sides of the "Transfer" section (i.e. the sending and 
receiving agency and worker must be entered); 

• An email to which is attached the SACWIS 1410 and the CFS 1425 must 
be addressed and sent to the appropriate regional clerical person who will 
open the case in CYCIS. 

Note: The IFS case opening date in SACWIS must be the date of when the 
Transitional Visit occurs. 

If a new intact family case is opened as the result of an investigation of a report of 
abuse or neglect so the family may receive "Norman services", the assigned child 
protection specialist is responsible for completing the required procedures listed 
above. 

If the new intact family service case is being opened due to a lapsed protective 
custody, the assigned child protection specialist is responsible for completing the 



procedures list above. The child protection specialist must ALSO complete a 
CFS 1425, Change of Status Form, to close the child's placement case. 

If a new intact family case is opened as the result of a child welfare service intake 
evaluation by Department staff, the assigned intact family service/high risk 
specialist is responsible for completing the procedures listed above. 

If a court orders a family to cooperate with services provided by the Department, 
the intact family service/high risk specialist assigned to the family is responsible 
for completing the procedures listed above. 

b) Opening Intact Family Cases in CYCIS 

Designated Department clerical staff in each region will, upon receipt of correct, 
complete information, open all intact family cases in CYCIS. Regional clerical 
staff will enter all required information into CYCIS. Regional clerical staff will 
also notify by e-mail all of the following staff of the case opening information 
and, as applicable, case assignment information: the staff who submitted the 
information; each person listed as a "Cc" (carbon copy) on the original e-mail 
submitting the information; and the DCFS or POS agency caseworker to which a 
case has been assigned. 
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c) Submittal of Intact Family and Payment Only Case Opening Forms 

All forms required for opening new intact family cases, payment only cases, 
including but not limited to Norman cases, or other payment only intact family 
cases, must be submitted as attachments to an e-mail addressed to clerical staff 
authorized to open cases in CYCIS in each Department region. The subject line 
of the e-mail must always include the type of case being opened (i.e., New Family 
Case) the last name of the case being opened and the CYCIS number of the case 
as listed on the SACWIS 1410, Registration/Opening form. Further, the 
supervisor of the staff submitting the e-mail should always be included as "Cc" 
(carbon copy) recipient of the e-mail. 

For the purpose of these procedures, the following situations are considered to be 
a new intact family case, for which all required case opening forms must be 
submitted to authorized regional clerical staff: 

• A new intact family service case resulting from an investigation of a report 
of abuse or neglect and no child subject in the report was taken into 
protective custody and placed in substitute care; or 

• A new intact family service case resulting from an order by a court that a 
family cooperate with services, but the court does not award custody or 
guardianship of a child member of the family to the Department; or 

• A new intact family service case resulting from a child welfare services 
intake evaluation; or 

• A new intact family service case is required to make a payment to or on 
behalf of a family (e.g. a Norman program cash assistance payment.) 

Conversely, the following are NOT considered to be new intact family service 
cases because each involves the establishment of a legal relationship between a 
child and the Department. 



• An intact family service case that results from a lapsed protective custody; 
or 

• A court awards the Department custody or guardianship of a child, but 
orders the child(ren) to remain at home. 

Forms and other information required to open a new case(s) in either of these 
situations must be submitted to the Case Assignment Placement Unit (CAPU). 
d) Resolving Problems Related to Creating Cases in SACWIS or Opening Cases 
in CYCIS 

1) Resolving Problems Related to Creating Cases in SACWIS 

To report and receive assistance in resolving computer related problems 
with creating cases in SACWIS and/or Opening Cases in CYCIS staff 
should contact the OITS Help Desk via email or call (800) 610-2089. 
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To receive assistance with investigation merges and person merges, staff 
should go to the D-Net, OITS, Request Services, SACWIS/SCR Request 
Forms and/or contact the SCR Mailbox. 

2) Procedures for Regional Clerical Staff Resolving Problems with Intact 
Family Service Case Openings 

If regional clerical staff identifies a problem with information submitted 
for a new intact family service case opening, clerical staff will 
immediately e-mail the staff who submitted the information and all staff 
included as a "Cc" on the original e-mail submitting the information. 

Clerical staff will explain in the e-mail what problem must be corrected 
before the case may be opened. 

Within 1 working day of being notified by regional clerical staff of a 
problem with a requested intact family service case opening, the 
supervisor of the staff who originally submitted the forms will direct the 
staff to create a corrected version of the problematic form and re-submit 
the corrected form(s) to regional clerical staff. 

V. QUESTIONS 

Questions about the new case opening process may be directed to the following 
individuals who have been identified as the regional clerical liaisons: 

• Cook: Katherine Bonner (Maywood FO: 708-338-6727) 

• Northern: Sandra Rodebeck (Elgin FO: 847-888-7651) 

• Central: Faith Stutsman (Champaign FO: 309-828-0022) 

• Southern: Theresa lie (Mount Vernon FO: 618-244-8400) 

Questions regarding this Policy Guide may also be directed to the Office of Child and 
Family Policy at 217-524-1983 or via Outlook at OCFP - Mailbox. Non Outlook users 
may e-mail questions to cfpolicy@idcfs.state.il.us. 

VI. FILING INSTRUCTIONS 

File this Policy Guide immediately following Procedures 302, Appendix R, Case 
Opening Protocol 



